NC DHHS — NC DMH/DD/SAS
Psychosocial Rehabilitation (PSR)
Endorsement Check Sheet Instructions

Introduction

Prior to site and service endorsement, businesdicagion must take place. In the process of
business verification, the business informationseneed DMA CIS (Community Intervention
Services) application is validated. At that tinteg provider organization submits a self study ef th
core rules (10A NCAC 27G .0201-.0204) verifyingtttlzey have met all the requirements therein.
(The provider is not required to submit this ifinatlly accredited, licensed with Division of Hdalt
Services Regulation (DHSR) or has had a compliaesgew from NC Council of Community
Programs within the past three years.) The docusm@etted in adherence with the core rules should
be utilized as evidence of provider compliance wheated in the check sheet and instructions.

The following set of instructions is to serve aam@l guidelines to facilitate the review of prosig

for endorsement. Service definition, core rulesnated above), staff definitions (L0A NCAC 27G
.104) and other DHHS communications (e.MH/DD/SAS Records Management and
Documentation Manual, Communication Bulletins, Implementation Updat€inical Coverage
Policy 8A, and other publications) should be usedstipport the reviewer's determination of
compliance. In addition, the Business Entity TypefdRence document assists to clarify the
requirements for different business entities sustc@rporation, partnerships and limited liability
corporations and partnerships. On the endorsenteetkcsheet, there are suggested sources of
evidence for locating information that may asdis teviewer in determining compliance with the
respective requirements. The items identified raean exhaustive list of sources, nor must each
item named be reviewed. The reviewer examineseeci presented only until the element in
guestion is substantiated as being met by the geovi

Provider Requirements

In this section, the provider is reviewed to asuarthat administrative requirements are met ireord
for services to be provided. The provision of segsiis addressed later in this endorsement process.
This section is reviewed only during the initiaviev for business status and does not requiredurth
scrutiny unless there is a change in the providggtus that would affect this element.

a. Review identified documents for evidence the prewicheets DMH/DD/SAS standards as
related to administration responsibilities, finacbversight, clinical services and quality
improvement. These standards include, but are ingted to, policies and procedures
(contents of which are mandated in 10A NCAC 27@102 Governing Body Policies) and
the key documents required by law for the formatainthe business entity. (Refer to
attachment titled Business Entity Type.)

b.(1). Review documentation that demonstrates provideraislegal US business entity.
Documentation should indicate the business ensiturrently registered with the local
municipality or the office of the NC Secretary date, that the information registered with
the local municipality or the Secretary of Stateusrent, and that there are no dissolution,
revocation or revenue suspension findings curreattgched to the provider entity. Also
review corporate documentation demonstrating regish to operate a business in NC.
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Information for corporate entities may be verified the web site for the Secretary of State.
(Refer to key documents section of attachmentitilasiness Entity Type.)

b.(2). Review the policy and procedure manual. It showolot@in language indicating intent to have
national accreditation within one (1) year of ehmant with DMA. Review DMA enrollment
document to verify provider’s date of enrollmennd@ the provider has been enrolled with
DMA for a period of one (1) year, a certificatioh mational accreditation or some other
evidence supporting the provider organization’si@asment of national accreditation must
be produced and validated.

Staffing Requirements

In this section, the reviewer is primarily concetneith the hiring practices of the provider and
ensuring that all employees required per the serdéfinition are in place at the time of the clalic
interviewand are equipped with the evidentiary documemtasifoeducation, training and experience
for which they were hired. This is important foetblinical integrity of the service. The review of
the provision of services is more thoroughly exadinin the “Program/Clinical Requirements”
section of the endorsement review.

In the desk review, the reviewer is to verify tlla@ provider agency’s policies and procedures, as
well as other administrative manuals meet the requénts of the service definition. The review of
the qualifications of personnel hired will occurtela in the endorsement process. Review
documentation to verify that provider agency reguients of staff include degrees, licensure and/or
certifications that comply with the position as t@n in the service definition, and are consistent
with requirements and responsibilities of theirpexgive job duties. Review job descriptions to
determine that the roles and responsibilities ifledt do not exceed the qualifications of the
position. This review ensures that the providerdrasinderstanding of the service definition staffin
requirements and has established policies for grano that meet those requirements.

For the clinical interview, review staff employmeapplications, resumes, licenses, certifications
and/or other documentation for evidence that degaeel work experience with the target population
the provider will be serving is consistent with tleguirements and responsibilities of each position
If any staff person hired to meet the staffing requiretsi@f the service definition do not meet the
requirements for the position, then the clinicaémiew does not take place. The clinical intenie
process is described in Program Requirements.

For the on site review, the endorsing agency \e=iflocumentation reviewed during the desk review
and clinical interview (if it has been conductedoprto the on site review). The credentials and
qualifications of any additional or ancillary sthifed in the time between the desk review andthe
site review are examined.

For the 60 day review, include a review of the coner record and other items necessary to
determine that staff are performing clinical inemtions commensurate with their credentials and
qualifications as well as within the scope of wdrk their job descriptions. Review staff schedules
attendance rosters, and caseload assignmentstandew staff to ascertain consumer to staff ratios
This review should also include a review of supgon plans, notes and documentation of clinical
supervision for all staff. Review supervision plates ensure that they are individualized and
appropriate for the level of education, skill anxberience of staff. Review supervision notes,
schedules and other supporting documentation #rabdstrate on-going supervision consistent with
the requirements and responsibilities. Persoreedrds must demonstrate evidence that all required
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training has been acquired by each staff membeavediglg day treatment services and completed
within the specified time frames.

a. The Director of a PSR Program must be a qualifiedtad health professional. Review the Program
Director job description to verify that it addressesponsibilities for directing the PSR prograrmd an
that it specifies responsibilities for staff supsion. Review program director’'s employment
application, resume, license, certification, orestiocumentation for evidence of degree and work
experience to verify that the program director @Qualified Professional. Review employee training
plans or other documentation demonstrating traihizg been scheduled and/or received according to
core rules, consistent with the role of the progdaractor of the Psychosocial Rehabilitation
Program. Ensure that the program director undeitstand implement supervision of the other PSR
staff. Review supervision plans to ensure that dreyindividualized, appropriate for the level of
education and experience of staff and that sugervis provided by the Qualified Professional. In
addition to the above, review notes, schedule lmeradupporting documentation that demonstrate on-
going supervision by the Qualified Professional.

b. Other staff may be paraprofessionals (PPs), agsquiafessionals (APs) or qualified professionals.

If the PSR program employs associate professioretgw the job description for Associate
Professionals and review the Program Descripti@hRarsonnel Manual to determine the role and
responsibilities of such staff and the expectatearding supervision. Review employment
application, resume, license, certification, orestiocumentation for evidence of degree and work
experience to verify that the individual is an Agste Professional. Review supervision plans to
ensure that each Associate Professional has avisiparplan and review notes, schedule and other
supporting documentation that demonstrate on-geupgrvision by the Qualified Professional.

If the PSR program employs paraprofessionals, vethe job description for paraprofessionals and
review the Program Description and Personnel Matwdétermine the role and responsibilities of
such staff and the expectation regarding supervisteview the following for each paraprofessional:
employment application, resume, or other documiemtdibr evidence of at least a GED or high
school diploma. Each paraprofessional must havedividualized supervision plan that is carried
out by a Qualified Professional or an Associatddasional. Review supervision plans to ensure that
each paraprofessional is receiving supervisionreméw notes, schedule and other supporting
documentation that demonstrate on-going supervisjaie Qualified Professional or Associate
Professional.

c. Review program description. Review planned staffind anticipated daily attendance to determine
that the 1 staff for each eight or fewer averaghy garticipant attendance will be met.

Review staff schedule for being on-site at the P&KRjram compared to the participants’ attendance
roster to verify, based on average daily attendaheg the 1 staff per 8 participants is met.

Service Type/Setting
The elements in this section pertain to the pravsdeaving an understanding of the PSR servicethad
service delivery system.

For the desk review, review documentation to vethgt provider demonstrates a schedule of
operation, locations of service and interventiorsv/joled are within the parameters specified by the
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service definition. This review ensures that thevmter has an understanding of the purpose of the
service and has established a schedule and a prdlged meet those requirements.

Items in this section do not apply to the clinicaérview.
For the on site review, confirm findings of the klesview.

For the 60 day review, include a review of consumeeprds and other items necessary to determine
that PSR is being provided to consumers who meeglilgibility requirements and that interventions
are based on the individual needs of the recipients

a. Review program description which should be basepromiples of recovery and helping participants
function in environments of their choice with tlea$t amount of ongoing professional intervention.
Program description should include activities fkifls development, educational , and pre-vocational
activities such as community living (housekeepstmpping, cooking, use of transportation facilities
money management); personal care (health carecateni self-management, grooming); social
relationships; use of leisure time; educationaliies (e.g. assisting individual to participateadult
basic education or special interest courses); agvbpational activities focused on development of
positive work habits that are not to be job speaibcational training.

Observe program activities to verify that they epasistent with the examples of activities listed
above. Review the participants’ PCPs and servitesrio verify that the programming is consistent
with individual needs (as indicated in the PCPhgPamming/interventions should include activities
that provide opportunities for consumers to leiliss emphasizing self-determination, using nattura
supports and community supports. Programming majobe in groups providing individualized
interventions as needed.

b. Review program description which should be baseprontiples of recovery, including equipping
consumers with skills, emphasizing self-determorgtusing natural and community supports,
providing individualized interventions when apprliape, emphasizing functioning and support in real
world environments. .

Observe program activities to verify that they emasistent with the examples of activities listed
above. Review the participants’ PCPs and servitesrto verify that the programming is consistent
with individual needs (as indicated in the PCPagPamming/interventions should include activities
that provide opportunities for consumers to lediliss emphasizing self-determination, using nattura
supports and community supports. Programming majobe in groups providing individualized
interventions as needed.

c. The reviewer should verify documentation that tality is licensed under 10A 27G .1200.

Program/Clinical Requirements

It is important that consumers are served in a@urd with the service definition according to indual
needs identified in the PCP in regard to the frequevith which they attend PSR, the number of hours
they attend, and type of therapeutic, recovery $eduinterventions that the person is engaged itewhi
receiving PSR services.

For the desk review, review documentation to vetif\at the provider demonstrates a clear
understanding of the service definition.
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For the clinical interview utilize the questionsaahed to the current endorsement policy. Specific
expectations for the clinical interview are outtingelow.

For the on site review, confirm findings of the klesview and the clinical interview.

For the 60 day review, a review of service recaidsuld demonstrate compliance with program
requirements as specified in each item below. &evio verify that the provider has an
understanding of the PSR model. Review documemtati determine clinical integrity, coordination
other services and supports in delivery of serviaed documented interventions that indicate
adherence to best practice standards

a. Review program description and operational scleetduverify that the service is available at least
five hours per day at least five days per weekwestee of transportation time. It may be provided on
weekends or in the evening but this is not required

Review .program description and actual operatisnhkdule to verify that the service is available at
least five hours per day at least five days perkveaelusive of transportation time.

b. Review program description which should includtvities that are based on psychosocial
rehabilitation and recovery principles.

Compare individuals’ PCPs with their attendancerds and service notes to verify that PSR
participation is consistent with PCReview for language demonstrating that it is thepoasibility
of a Qualified Professional to develop the PCP withconsumer and his/her supports.

c. Clinical Interview. Use the questions includedthie current endorsement policy for interviews
with the staff to determine the provider agencyisical competency to deliver services. All
staff hired to meet the minimum staffing requiretsesf PSR must be interviewed.

Documentation Requirements

All contacts for Assertive Community Treatment Tesanvices must be documented - a full weekly
service note is the minimum requirement. Documeriatnust meet all record and documentation
requirements in the DMH/DD/SAS Records Managememt Bocumentation Manual. Review
policy and procedure manuals for language that deimates that all contacts with or on behalf of
the recipient must be recorded in the service ecéteview policy and procedure manuals and job
descriptions for language demonstrating the PSRigo will ensure service documentation is
completed per Medicaid guidelines. Review policyd gsrocedure manuals for language which
addresses completion of required forms, transaiwh discharge planning.

The 60 day follow-up review should include a reviefservice records to verify that all components
of each full service note are included in the doentation and to verify that contacts are
documented. PCPs shall have all the required coergerand address plans for transition/discharge.
Service notes should relate directly to the needsgmals identified in the recipients’ PCPs.

Review PCP and service notes to verify that doctatiem is consistent with requirements.
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